OFFICE OF BECRETARY OF 8TA
STATE. . 82 STATE

¥ . , OF KQp]fEatiOﬂ for DEPARTMENT OF ARCHIVES & NISTORY me
GEORGIA RECORDS DISPOSITION STANDARD RECORDE MANAGEMENT DIVIBION : 1
] ,Applicaticn Date TNSTRUCTIONS - See separate imstructions for completion of [} FOR RECORDE MANAGEMENT DIVISION UsE i

Date Received Application No. Date Completed

SEP 8 1971 &7 SEP 17wy

.Perlon to Contact

August 26, 1971

' 2 .A;oﬂcy Application No.

3

3 AG!IC! Division, Bubdivision & Administering Office Address

State Department of Labor
Unemployment Insurance Division - CLAIMS CENTERS
State Labor Building, Atlanta 30334

Records Locations: All claims cgpters throughout state.
T.KEIIGN REQUESTED )

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED

s S — __

front and reveirse of this form. Sign original and two copies

nd forward to Department of Archives and History, Attentionm:

ecorda Mancgement Officer.

Charles A. Smith, III

5  Working Title

Chief, Claims Center

tsl. Wo.
. .

656-3077

Inclusive Dates 9 EXACT 51;!1!5 TITLE
- . "

JUNE 1969 ~ TO DATE CLAIM REGORDCARD FILES- (UL) State Unemployment Claim Files

10 Vhat function performed resulted in creation of this serles
. ‘

Primary function of each daims center and itinerant point
throughout the state is to receive and process applications for
unemployment insurance claims, certifying eligibility of claimants
and maintaining of claim records and files.

11 DESCRIPTION OF SERIEB - Include Form Xo. & Form Title, if any
» LRe:

#?f;. Individual claimant claim record card, size 5" x 8", Form ESA-403, which may contain
. the following: (a.) copy of claim decision and fact finding report, Form ESAFAAZFF; .qﬁﬂk
ie[ (b.) Claimant Questionnaire, Form ESA-851; (c.) Claims Eligibility Questionnaire,” '
*%” Form ESA-~852; (d.) Standard Correspondence Memorandum, Form ESA-157; (e.) Individual >
f , Weekly Certificatlon of Mail Claim Repo ting E ESAr459; (f.) Address'Card, Form {
¥, ESA-439; (g.) Pay Order Card; (h.) Corr Spondence to and from empleyers and cleimep ®
ﬁg& di'{}"\

>
% (_ Notice of Appeal, Form ESAr423 and Appeals Decisionj; Muest. for ... - 4’
J w
:?}%? : f;§i etationbf Insured Wages, Form ESA-413; (k.) Local Office Request for’ beputg:'ﬁfl ;ﬂf
. Engfnffigation, Form” ESA- 6343 (1.} Request for: Bupplemental Separation Information, . .- -
£§A=1027; (m.) Local Office*DeterﬂThétion, Form ESA-441 1O, e
ALL (U : :
2 . IQVUIPHIIT ocCUPIBD “Wo. of Cu. Ft. of Records fo. otm Cu. Pt. of Records
%( ANRUAL RATE OF ACCUMULATION Trays
Letter-aize File Dravers
195 0
In Office(n) In Storage Area(s)
Legal-sire File Dravers Pioor Space Occupied (Square Peet)
'_gT‘ X 8" Cards in Tra‘ys! - - By Annual Aecululntian T::f. Y:::t"l Pl‘;::d’;n An’;ai::?’ :
8 1/4"w. x 21"L, x 5"H. 1,972 789 '
R TRA 7 0 | N/A | N/A

Porm: AR-50-T1

." .




e e

QUESTIONNAIRE Place an "x" in the proper column. If answer is "YES," please explain . : . = . . YES s ﬁb’"ﬁ
. s ) ' M - v
13. Is this the Record Copy of the series? , s K [1
1k, Is there a duplication of this series in another office or agency? 3 ‘ 1 B
. é , _ ;-
15. Is the information contained in this series ever summarized or published? 1 K
16. Does the series contain classified information requirin securi%y andling? K (]
Secured bg {ederal Law, Section 54-637G, ESA Law dated March 1968, Section 116G,
17. igﬁg iy 3gé&gé5€'pollc1es and procedures of agency's operation or function? [] K
18. Could the function be performed if the files were lost or destroyed? K I
19. Is the series (or msjor portion of it) regularly microfilmed? If yes, why? (1 ® '
20. Does the record series pr&vide data as input to an EDP file? b [1
21. Does the record series contain documentation produced as EDP printout? b3 [1]
Monetary determination and certification of payment vouchers.
22. Is the series affected by Federal or grant funds? , [
100% Federal Funds. . X
23. Will there be a need for these records 10, 15 years from now? If yes, what? (1 [
24, REQUIREMENTS. The following requires the files to be kept————- tWo=——=years:

a.[JSTATE b,[]STATUTE OF c.[]JAUDIT  d.[JFEDERAL e.[]ADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

ESA LAW DATED MARCH 1968.

25. AGENCY RECOMMENDATIONS. This age' y recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FIS YEAR -[ROTHER CALENDAR QUARTER SCREENING  ,then:
BY (BENEFIT) YEAR

A.[]Destroy immediately after cut off.\' i  or CURRFNT VFAR. 4
E! '.;; § . vy ‘\j‘ , :
.. 2
I [}

. L ¢ “'!’" v . '
Withdrw im JActiye~file at.the end of the benefif yeafy-bold one . Al
& ‘!#" P R ugﬁg VVE- ? L & A [ S Y . . \.

P - L / - 7
. (Ihdtcate brte Yy ratzonale for recommendatzons above/br writs additional remarks): l
BASED Of ESA LAW ABOVE.

(ATTACH/ SAMPLES QF THE SERI WHEN POSSIBLE

Rec endations epar b Appro r Dividi Date R rds MHansgea of ar Date

tll? - : - /1—‘,7 / / . 'j;;

ventory

‘Recommendati}o s - | [AApproved, []Di-sappro o Jé:9'7/
in Paragraph 25 [ﬂpgﬁyﬁs [IDisapproved n .m_ A:".IM . ;;0-7/
are: [1Approved []Disapproved s rfor um_ ;;3-7[
Daﬁpproved [IDisapproved i;Al e i iiﬂ‘:Z{
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i September 20, 1971
co |
: SUBJECT: Records Disposition Standard ' _ )
TO: State Department of Labor ATTENTION: JIM KING, RMO ' \‘\,
: \
|
1. Enclosed (are) £is) approved Records Disposition Standards for the follow-' 4
ing files: : R
State Unemployment Claim Files
Federal Unemployment Claim Files
. Employer Wage Summary Report Files (Green Copy)
Employer Wage Summary Report Files (White Copy) ’
2; The following actions will be taken to implement the approved standard:

a. Place the disposition standard on the file folder, file drawer, file
cabinet or other type of container in accordance with the following
example and enclosed labeling procedures:

,\ State Unemployment Claim fé‘iles': ‘Cut off at end of Calendar Quarter ,
! gcreening by (Benefit) Year, withdraw from active file at end of the ;o

benefit year, hold I* year, then destroy. '

o b. Transfer files to the records center, archives or dispose of them
in accordance with the apprgved standarq.

¢. Report surplus”fileslequipmént to this office.

3. Questions concerning implementation of the approved standard should be re-
ferred to this office (656-2379 or 2380).

s . -

- : ' John F. Dunn
} State Records Management Officer
; - Archives and Records Building
' Atlanta, Georgia 30334
~  Enclosures: 1. AR-50-71, Form for Disposition Standards
2. Labeling Procedures




srgerat T frinl ot ) /503

Recdrds Retention Schedule

/
: DEPARTMENT OF LABOR

Employment Security Agency

Unemploymént Insurance Services Divisioﬁ '

Board of Review

The Board of Review administers appeals under Unemployment Compensation;
Unemployment Compensation Federal Employees; Unemployment Compensation Ex-
Servicemen; Special Unemployment Assistance; Extended Benefits; and Federal
Supplemental Benefits Programs. The Appeals Tribunal conducts hearings and
renders administrative decisions on issues under established appeals procedures.

Appl
No
77-48-A

Appl

|
~
«

&

_ Description -
APPEAL DECISION FILE - Documents,
relating to Unemployment Insurance
Appeals of monetary and non-monetary
determinations. Included are Board
of Review decisions and Referee
Decisions. File is arranged by
Docket Number.

'

DEPARTMENT OF LABOR

Employment Security Agency

Disposition

‘Record Copy: At end of each

month send to State Archives
for permanent retention,
Reference Copy: Cut off file
at end of each calendar year,
hold in current files area
3 years; then destroy.
APPROVED: 01/24/77
AMENDED: 02/05/79

Unemployment Insurance Services Division

Description
STATE UNEMPLOYMENT CLATM FILES -

Documents relating to claimant claim

récords. Included are ESA forms 403,

442FF, 851, 852, 157, 459, 439, 423,

413, 634, 1027, 441L0. File is arran-
géd alpha by claimant name.

° FEDERAL UNEMPLOYMENT CLAIM FILES -
© Doguments relating to claimant claim

records. Included are ESA forms 403,
442FF 851, 852, 157, 459, 439, 423,
413, 634, 1027, 44110, 499, 931. File
arranged alpha by claimant name. -

EMPLOYER WAGE SUMMARY REPORT FILES -
Documents relating to wages paid and
taxes due to Department. Included are
ESA forms 4 and 4B (together forms
constitute "Wage Record Copy"). Re-
ports are grouped in batches of 50
and filed numerically by assigned
number.

247

Disposition
Cut off files at end of each’

calendar quarter screening,

wir draw from active file at
efid of benefit year, hold in

cutrent files area 1 year;

théh destroy.

APBROVED: 09/17/71 -

ALut off file at end of each

scalendar quarter screening,

hold in current files area

4 years; then destroy.
PROVED: 09/17/71 -

Cut off files at end of éach
calendar quarter, hold in
current files area 2 years;
then transfer to State
Records Center, hold 2 years;
then destroy.

APPROVED: 09/17/71




